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CTE Spring 2009 Timeline

• May 22: Last day to request EASIER assistance 
with Courses in a Program

• June 1: Courses in a Program deadline

• June 1: Request for Financial Reimbursement

• June 15: Students in a Program deadline

• August 1: Financial Information deadline
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If programs that are operational is not correct, contact your 
regional CTE consultant at the bottom of the application. You can’t 
delete Tech Prep programs from the Community College.
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Update/approve Courses in Program

1111: Career –Bound Community School District
1111



All courses were found from Winter EASIER.
Gray is good.

1111: Career –Bound Community School District



Courses NOT found in Winter EASIER are in 
may or may not be a problem. 

Examine carefully before continuing.



Reasons for the yellow

Was the course taught this year?

No, ignore the 
yellow box. It won’t 
go away, but it is 
not a problem.

No students were found 
because no one was 
enrolled in the course.

Yes, the course was 
taught and students 
were enrolled.

Check the drop-down 
menu under Edit.



If the course name or number changed from last year, the 
course should be on the drop-down list. Select the course, 
click Update, and the yellow should disappear.



IF students were enrolled in the course this 
year, the course is marked with a yellow 
message, and you can’t find it on the list, 
contact an EASIER consultant.

• A problem exists in the data that was sent in Winter 
EASIER from your student information system. 

• Changes to Winter EASIER cannot be made after May 
22nd.

• Contact an EASIER consultant of your choice or call 
(515) 242-5976.



Known issues for which you will need to 
seek EASIER assistance:

• Course was taught this year but is not in the 
CTE drop-down list.

• A program is listed in CTE as an individual 
course but is a collection of individual courses, 

usually a career academy. (Programs should be 

identified by the individual courses that make up the 
program.)

• Incorrect Carnegie unit displayed in CTE. (You 

cannot fix the unit value in CTE.)



To add courses in a program or 
create a new sequence . . .



To add a course. . .
Click Add Course. 



• Find the course in the drop-down, if a vocational course.  

• If the course is not in the drop-down list, enter the local 
course number, course name, and Carnegie unit as listed 
in your student information system.

• Click Update.

The course number and name will need to be identical 
to the information submitted in Winter EASIER or the 
course will not be found.

Drop-down

Update



To create a new sequence. . .
Click Start new Course Sequence. 



Add courses as previously explained.

•Find the course in the drop-down, if a vocational course.  

•If the course is not in the drop-down list, enter the local course 
number, course name, and Carnegie unit as listed in your student 
information system.

•Click Update.



To create an “or” 
(student choice for fulfilling a course requirement within a 

program), click Edit on the course for which a choice 
is desired.

Then click Here.



Add the new course as previously explained.

Enter the appropriate units needed to meet the requirement. 
Example: If a student can choose 2 of the 3 courses, then the 
Units needed to meet requirement may be 1.00 units.



• Sequences must be at least 3.0 units.

• Once Courses in a Program has been approved, 
students will be added overnight. 

• Begin looking through Students in a program by 
verifying the list of students and number of units 
completed.

• Identify concentrators, completers, and anything 
else that may be asked.

• Complete and approve Students in a Program 
BEFORE teachers leave for the summer.



Students in a Program

• For assistance from your vocational teaching staff, 
complete Students in a Program prior to teachers’ last 
day of school.

• WARNING: Courses in yellow indicate students were not 
found. If this course was taught and the yellow not 
fixed, the students and their units will not add into total 
units for the students.



Students in a Program

• Contact CTE consultant to have your Courses in a 
Program unapproved.

• Find the course in the drop-down to update.

• Re-approve Courses in a Program.

• If the course in not in the drop-down and the current 
date is after May 22nd, you will need to manually edit the 
students’ Units This Year and Total Units.

Wayne John

Duck



Please contact your CTE consultant for 
assistance in

• Creating new sequences

• Inserting an OR between courses

• Adding a new course to a current sequence.

• Modifying a current sequence

• Redesigning a sequence because the required units to 
complete is limiting the rate of completion.


